DOCUMENT RESUME

ED 426 301 CE 078 636

TITLE Successful Learning Strategies: Gearing Up for Training.
JobLink Winning at Work Instructor's Manual, Module 1.

INSTITUTION Coast Community Coll. District, Costa Mesa, CA.

SPONS AGENCY Office of Vocational and Adult Education (ED), Washington,
DC. National Workplace Literacy Program.

1996-00-00

331p.; For "JobLink" final report and the ten related
instruction manuals, see CE 078 635-645.

JobLink, ¢/o Coast Community College District, 1370 Adams
Avenue, Costa Mesa, CA 92626; e-mail: joblink@intelenet.net
($95) .

Guides - Classroom - Teacher (052)

MF01/PC14 Plus Postage.

Adult Basic Education; Adult Literacy; Behavioral
Objectives; *Cognitive Style; Information Sources;
Information Utilization; Journal Writing; Learning
Activities; Learning Modules; Learning Strategies; Lesson
Plans; *Literacy Education; Pretests Posttests; Reading
Skills; Skill Development; *Supervisory Training; Teaching
Guides; Vocabulary Development; *Workplace Literacy

PUB DATE
NOTE

AVAILABLE FROM

PUB TYPE
EDRS PRICE
DESCRIPTORS

ABSTRACT

This instructor's manual for workplace trainers contains the
materials required to conduct a course on developing successful learning
strategies. The course includes six lessons for workers, two lessons for
supervisors, and strategies for helping workers continue to develop the
skills taught in the course. The following materials are provided for each
course: lesson plan, learning activities based on real-life situations,
handouts, assessments (including pretests and posttests), and transparencies.
Each lesson plan contains objectives, a list of materials needed, classroom
setup information, and detailed instructions for conducting all activities.
Topics of the lessons are as follows: identifying one's personal learning
style; better reading for fun and profit; vocabulary building through
development and use of personal glossaries; logs and journals; identification
and use of information sources; and error identification and ranking. (MN)
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Pretest/Posttest ¥ ’
Successful Learning Strategies abLI”k

Date

Pretest/Posttest

Circle the letter that represents the correct answer.

1. Visual, Tactile, and Auditory are:

a 3 different types of books. b. 3 different learning styles. ¢ 3 different places where you can learn.
2. ROl is:
a. return on investment. b. a new production process. C a way to learn more effectively.

3. The5 W's are:
a. 5 different places to go. b. 5 techniques for learning new words.
¢ 5 words that help you get the information you need.

4, A Pareto chart is :
a away of ranking errors. b, a chart that shows causes of a problem ¢ away of coming up with ideas.

How well do you agree or disagree with the questions below? Using the following scale, circle the number that
‘ best represents your answer:

1 2 3 q
*Strongly agree* “Agree” “Disagree” *Strongly disagree”

5. I know which way [ learn best.
1 2 3 4

6. 1think it is important to read every day.
1 2 3 4

7 1 know what to do when [ hear or see a word that I do not understand.
1 2 3 4

8. I know where to go when I need to find information.
1 2 3 4

9. I make sure [ ask for information the way [ need it.
1 2 3 4

10. 1 use pictures, headlines, titles, and other information in the test to help me guess the meanings of new words.
1 2 3 4

11. I use a notebook to write down words I do not understand.

1 2 3 4
‘ 12. T ask Who, What, Where, When, and Why questions to get the information I need.
1 2 3 4
)
E lk\l‘c Copyright ©1996 by Coast Community College District
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| C. Date foxjm'-completﬁdi il /.
Name:

2.

" Q sful Learning Strategies

, @‘\2 Learner Enrollment Form ¥

NP Successful Learning Strategies

Address:

Phone Number: ()

Social Security Number:

Age:

Were you born in the United States?
3J Yes Q No

Sex: Q Male Q Female

Race: (Mark One Box)

White

Black (African American)

Asian or Pacific Islander

American Indian or Alaskan Native
Hispanic

Other (Please specify):

(BN SE SN ENE

BEST COPY AVAILABLE

10

W

JobLink

9. Is English the language that is spoken most
often in your home?
Q Yes Q No
10. How many years of school have you
completed? '
Of these, how many in the U.S.?
in any other country?
11.  Are you a union member?
Q Yes- What is the name of your union?
Q No
12. Please rate your ability to perform each of
the following activities.
(Please mark one response for every activity)
Poor Fair Good Excellent
Read English
Understand English
Speak English

Write in English

Work as part of a team
Use math

Solve problems/use reasoning Q

13.

O0ooo0p
o000 OOo
cCoocopooo
o000 OOo

Do you have a job?

Q Yes, employed
Yes, on temporary layoff

Go to next
page

Q
Q No, retired
Q No, not employed

-y

Thank you. You have completed this form.
Please retum it to your instructor.

Copyright ©1996 by Coast Community College District

Page 1



Cie ': ‘ v
&/\"(\ Wd Learmer Enrollment Form

NSO Successful Learning Strategies

.Iease answer questions 14-18 for the job that
allows you to take this course.

14.
15.

16.

17.

18.

19.

O sful Learning Strategies

Name of company or employer:

Job Title:

On average, how many hours per week do
you work on this job?

- Hours per week

How much do you earn at this job?
(Write amount and mark one box)

$__ Q Perhour Q Per year

Do you get any of the following benefits at
this job?

(Mark one for each line)

Yes NO
Paid vacation Q Q
Paid sick leave Q Q
Paid holidays Q Q
Health insurance Q Q

How long have you worked at this job?

- and -
years months

JobLink

20. At your job, do you need to do any of the

following?
(Mark one for cach line)
Yes NO
Read instructions Q Q
Receive spoken
instructions in English Q Q
Speak English Q Q
Work as part of a team Q Q
Write in English Q Q
Use math Q Q
Solve problems/use
reasoning Q Q

21. Do you work at more than one job?

Q Yes Q No

Thank you. You have completed this

-] form. Please retum It to your instructor.

203
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leawd Learner Assessment Form ¥ ’ k
x\ !
%\\,/v’ Successful Learning Strategies ‘/Ob l”

1. Name:

2. Address:

‘. Phone Number: ( )

4. Social Security Number:

5. In the future, do you plan to take any of the following courses?
(Mark one for each line)

Plan to Take Do Not Plan to Take

A basic skills course in reading, writing, or math. . .. ... .. I Q
A course in using English (such as ESL)................ 0 Q
A computer Course. . .............. ... Q. Q
A GED course orthe GED exam. . .................... 0 Q
Courses to get an occupational certificate. .. ............ I Q
Ajob training course. . .............. L 0 Q
Courses leading to a 2-year or 4-year college degree. . . . .. Q.. Q
A home-study course ............. ... ... ..., 0 Q

< ""‘Assful Learning Strategies Copyright ©1996 by Coast Co Coll K District Page 1
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9 Learner Assessment Form ¥ 4
Q\X,d Successful Learning Strategies JObLl”k
‘ since this course began, have you:

(Mark one for each line)

YES NO
Learned what you wanted to learn in this course?. ... .............. I Q
Changed your educational or career goals? ....................... Q........... Q
Had more responsibility added to your job? . .................. ... Q........... Q
Moved to a shift you prefer?. . ........ ... L. Q... Q
Switched from part-time to full-time?. ................... ... .. ... Q........... Q
Received apay raise? . ........... ... .. ... i P Q
Beenpromoted? .. ........ . ... Q........... Q
Received an award, bonus, or other special recognition on your job? . . Q........... Q
Received your GED?. . .. ... ... ... . Q... Q
Appliedforanew job?. ... ... ... .. ... i 0 Q
Started a new job at another company?............. ... ... ...... Q........... Q
Beenlaid off? . ... ... ... . . 0 Q
Left your job for any other reason? (Please Specify). .. .............. Q... Q

‘. Please rate your ability to perform each of the following activities.

(Please mark one response for every activity)

Poor Fair Good Excellent
Read English Q Q Q Q
Understand English Q Q Q Q
Speak English Q Q Q Q
Write in English Q Q Q Q
Work as part of a team Q Q Q Q
Use math Q Q Q Q
Solve problems/use reasoning Q Q Q Q

Thank you. You have completed this form.
Please return it to your instructor.

. a1 4
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Lesson 1: What's Your Style? Do You Learn Best by Seeing, Hearing or Doing? 0 I”

Getting to Know You

Find someone in class who:

Has to read work orders at work.

Had to learn something new on
the job in the last 6 months.

Has to write notes at work.

Has to use the computer at work.

' Is on a team at work.

Goes to school.

Wants to learn a new job at work.

Had to make a presentation at work.

Has changed jobs in the last year.

¢ 212
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Lesson 1: What's Your Style? Do You Learn Best by Seeing Hearing or Doing? a I”

Learning Styles

A learning style means the way an individual likes to learn. A person's learning
style is influenced by nature and environment. Three learning styles which we
will discuss today are:

1. Visual Learners

2. Auditory Learners

3. Tactile Learners

® 213
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Adult Learning Style Profile

Directions: Read each statement Place a 1, 3, or 5 in the box at the end of the statement:
1 Indicates least like you
3 Indicates somewhat like you
5 Indicates a lot like you

Work quickly- do not sit and ponder. There are no right or wrong answers.

1. I'm good at remembering things I hear or that people tell me.

2. Ilike to read and usually read a lot.

3. I notice that I often bear down extremely hard with pen or pencil when writing.
4. 1 often find diagrams, graphs, and charts difficult to understand.

5. 1do better at following directions if I read them, not just hear them.

6. 1 enjoy doing work/sewing or woodworking or working on machines.

7.

‘ . I like group-type projects which allow for lots of discussion and exchange of
ideas.

Graphs, charts, and diagrams help me to understand the subject/presentation.

9. I notice that I often handle objects such as coins, keys, or pencils while studying,
reading, listening, or talking.

10. I understand academic subjects better when listening to lectures or tapes.

11. I remember best by taking notes in classes/meetings; making lists of things to do.

12. I notice that I like to have snacks or drinks available or chew gum or smoke
while studying or working.

13. I find that I can spell difficult works if I “sound them out”

14.  I'm good at using maps to find places.

15. I like classroom or work projects where I can create/make things or build
models.

16. Ienjoy attending and listening to a good lecture/speech play or drama.
17. I enjoy spending time reading or looking through magazines, books and

newspapers.
18. I exercise regularly by doing aerobics, jogging, walking or participating in sports
activities.
‘ 19. To solve a problem/difficult situation, I need/like to talk it over/discuss it with
others.

214
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Aduit Learning Style Profile
(continued)

20. It helps me to spell difficult words if I write them down or see them in print

21. I feel comfortable in physical contact of touching others, hugging, and handshaking.
22.  I'm good at remembering and following oral directions.

23. I am good at working and solving jigsaw puzzles and mazes.

24. 1 enjoy sight-seeing and visiting new places.

25. I enjoy music: singing, listening, going to musicals or concerts.

26. I'm good at researching topics articles or stories and/or writing reports.

27. I doodle during meetings, lectures, or while listening on the phone.

28. I read aloud/whisper to myself when trying to understand new or difficult material.
29.  I'm good at doing layout and design work: formatting drawing, sketching and coloring.
30. I like working with computers or other electronic technology for learning/working.

LI I i
. Permission granted by SE:&’ués Tarzana, California
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Inventory Scoring

1. Put the point value number (1, 3, 5) on the line next to its corresponding item number.

2. Add each column to get your total score under each heading.

1 point Seldom
3 points sometimes

5 points Often

AUDITORY VISUAL TACTILE
No. of Pts. No. of Pts. No. of Pts.
‘ . 2. 3 -
4. 5 __ 6. ____
7 8 ______ 9.
0. . 2.
13 14. 5.
16. 7. 8.
9. 200 2.
2. _ 23, 24
25 26, 27
28 2. 30,
Total Total Total
@
216
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Inventory Scoring
(continued)

Copy your highest, second highest, and lowest scores below:

Scores: - -
Highest ~ Second Lowest

Your Learning Style Profile

"Style Letters"™: - -

@ sson 1- What's My Style? Copyright ©1996 by Coast Community College District Handout 4b
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L

Learning Styles Suggestions

If you are a visual learner (learn by seeing):

1. Write things down because you remember them better that way.

Look at a person when he or she is talking.

It is better for you to work in a quiet place, and usually by yourself.

Use color highlighters to mark important information.

Write vocabulary words on index cards in color, and study the information.

AR

If your supervisor gives you oral directions that you do not completely understand,
consider asking him/her to write the directions down for you. You might say: ‘1 didn't
understand everything you said. Could you write it down for me?”

If you are an auditory learner (learn by hearing and discussing):

1. Try working with a friend so you can talk over information.

Make tape cassettes of information and listen to them.

Read information aloud to yourself.

Write vocabulary or other information on index cards in color, and read aloud.
Recite aloud the things you want to remember.

AN AN

If your supervisor gives you written directions and after reading them you still do not
understand, you could ask him or her to discuss the information with you. You might say:
‘I read the information, but I don’t dearly understand these directions. Could you tell me
what you want?”

If you are a tactile learner (learn by doing):

1. When trying to learn something, walk around while saying the information to yourself.

2. When trying to memorize information, try closing your eyes and writing the information
in the air.

3. When you get job information in writing, look at the pictures and the section headings
before reading the whole thing.

4. When you are in a meeting, cross your legs or jiggle your foot. You may even want to
squeeze a tennis ball or nerf ball when listening to someone speak.

5. You probably like to have quiet music playing when you are working.

If your supervisor gives you directions orally or in writing and you do not clearly
understand, you could ask him or her to show you what the directions mean. You might
say: ‘I don't completely understand the directions. Could you show me what you mean?”

21
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ROI: Return on Investment—What I will get out of the training.

Personal ROI

How will it help me at home to know how to learn?

. work ROI

How will it help me at work to know how to learn?

® 213
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Name:
Book Information and Evaluation

Title:
Author:
Copyright Date:
Subject:
Evaluation:

(Check 1) This book seems  Q interesting O not interesting.

(Circle 1) This book’s reading level is:

‘ 0 1 2 3 q 5 6 7 8 9 10
Too Easy Easy Just right Hard Too hard

Thoughts about this book:

@ 050
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Questionnaire

Please write “Yes” or “No” in the blanks:

. The main point of reading is to understand meaning.

. Using pictures, headlines, and titles and other information in the text
can help us guess meanings of new words.

. Reading for fun and interest is the best way to improve reading
comprehension, vocabulary, writing, grammar, and spelling.

. Your previous knowledge and experience about a subject can help
you read better and faster.

. Reading for 10 minutes every day is better than 1 hour every
week.

. Reading more in your first language will help you improve your
reading in a second language.

Good readers guess or predict what is going to happen next in the
story.

ok

[
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Explanations of Questionnaire

All of the answers to question 1-7 are “Yes™

1.

Reading means understanding the ideas in the text. It is not just saying the sounds or
works, but getting the meaning that is important. It is more important to try to
understand the main ideas than to understand every word.

When you come to a word that you don't know, try guessing the meaning from the
rest of the information on the page. Use pictures, headlines, charts, and other
sentences to try to figure out the words you don't understand. This is called “using
the context”. Looking up every new word in the dictionary slows you down and
makes it more difficult to understand the meaning. Only look a word up in the
dictionary after you have used the context. You might also ask another person
about the meaning before using the dictionary, so that you can keep going and
focus on the main ideas. Let the story lead you into as much meaning as possible.

Reading a lot of easy, fun things will help you learn more new words than if you
read a few difficult things. If you are interested in what you are reading, you'll
naturally learn vocabulary and spelling from it. Reading and writing work together.
If you write immediately after you read, you can use the new information in your
writing. Research has also shown that reading for interest is also the best way to
improve grammar.

The more you know about something, the faster you can read about it, and the
more you will understand of what you read. Experience and background knowledge
helps you to read better. And the more subjects you are familiar with, the better and
faster you will be able to read.

It is better to read for 10 minutes each day than 70 minutes once a week. Frequency
is more important than duration.

It is important to keep reading in your first language. It gives more background
knowledge, as well as language structure. This will help you to improve your reading
in a second language.

Guessing or predicting helps you stay involved with the meaning of the text. It also
provides a context from which to check your understanding of new words and
meanings.

222
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Name:

Reading ROI

If you improve your reading by investing consistent time and using the strategies
you've just learned, what do you think will be the return on your investment for
you personally? For your company?

Personal ROl Company ROI

1. 1.
2 2
3 3
. 4 4
5 5

What kind of reading investment are you willing to make to help yourself and your
company achieve a greater return on both of your investments? (See Handout 11)

O

NN
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Name:

commitment

I understand reading 10 minutes a day will improve my
reading and provide a return on investment for me personally
and for my company. Therefore, 1 will read 10 minutes a day

for days each week.

Signed:
(Student Signature)

. 224
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List of Orange County Libraries

Library Branch Address Phone Number
Brea 1 Civic Center Drive (714) 671-1722
Costa Mesa 1855 W. Park Ave. (714) 646-8845

2969 Mesa Verde Dr. East (714) 546-5274

Crown Valley 30341 Crown Valley Pkwy. (714) 249-5252
Cypress 5331 Orange Ave. (714) 826-0350
Dan Niguel 33841 Niguel Rd. (714) 496-5517
El Toro/Lake Forest 24672 Raymond Way (714) 855-8173
Fountain Valley 17635 Los Alamos (714) 968-9196
Garden Grove 11200 Standford Ave. (714) 530-0711
11962 Bailey (714) 897-2594

9182 Chapman Ave (714) 539-2115

Irvine 14361 Yale Ave. « (714) 551-7151
4512 Sandburg Way (714) 786-4001

Laguna Beach 363 Glenneyre (714) 497-1733
‘ La Habra 221 E. La Habra B. (714) 526-7728
La Palma 7842 Walker (714) 523-8585
Los Alamitos 12700 Montecito Rd., Seal Beach (310) 430-1048
Mission Viejo 24851 Christanta Dr. (714) 830-7100
Rancho Santa Marguerita 30903 La Promesa (714) 459-6094
San Clemente 242 Avenida Del Mar (714) 492-3493
San Juan Capistrano 31495 El Camino Real (714) 493-1752
Santa Ana (City Library) 26 Civic Center Plaza (714) 547-5250
Seal Beach 707 Electric Ave. (310) 431-3584
Silverado 28192 Silverado Canyon Rd. (714) 649-2216
Stanton 7850 Katella Ave. (714) 898-3302
Tustin 345 E. Main (714) 544-7725
Villa Park 17865 Santiago Blvd. (714) 998-0861
Westminster 8180 13th (714) 893-5057

This is not a complete list of all Public Libraries. There are also city and school libraries that you can use at no charge. For more
information look in your local telephone directory.
Which library is closest to you?
Do you have a library card? Yes No
Does your company have a library? Yes No

’ If yes, where is it located?

Every student who brings proof of a new library card or a newly check out book (from tither local or company library) will rective a
gift as a return on investment “ROI”
Lesson 2- Better Reading to Improve Your Life Copyright ©1996 by Coast Community College District Handout 12
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An Assortment Of BOOKS

(Multi-Level)
The EQUCAtion Of Little TVCe........voweoeerereeesssesessosssssosisssssssmssss oo Forrest Carter
Year of the Boar and Jackie RODINSOMN ....cocwrrcmsessmssssmsesissssisss s Bette Bao Lord
HOUSE 0N MANGO S ..ot sssssssss s s Sandra Cisneros
The Maldonado MIraCle...........eveeceeesrecrese et Theodore Taylor
THE CAY oo rrereersns s st s s s s s s s Theodore Taylor
IMUTIA ..o s snsss s Theodore Taylor
Onion Tears .......... Diana Kidd
THE EIMIPLY PO ...ttt vssarssnss s s s s s s s s s Demi
Paradise Of the BUNA .......ooeeereueosiccesceesesescsssssesisssesssisss s Duong Thu Huong
. The Rainbow Peoplé ........................................................................................................................ Lawrence Yep
Folk Storits of the HIMONG ... Norma Livo and Dia Cha
0 11 <O Dr. Seuss
TUESAAY ..ottt s s s s s o s s s e David Weisner

Alexander and The Terrible, Horrible, No Good, Very Bad Day..............ccoccc..o.. Judith Viorst

MOLY'S PUGTIIM .ttt s e Barbara Cohen
BASEDALL i1 ADTIL ..ot eeses st s sss st s s s s s 50 s Gary Soto
El Guero: A True AQVENUTe STOTY .....o..coooevoeeeee s Elizabeth Borton de Trevino
INUIIDET THE SEATS oo erenevesmessrsiss s snsesss s s s esssstsesssss s s s Lois Lowry
Roll of Thunder, Hear My C1y ..o Mildred Taylor
WHETe the REAJErN GTOWS ..ot s s s Wilson Rawls

, Tesson 2- Better Reading to Improve Your Life Copyright ©1996 by Coast Community College District Handout 13
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Name:
Accountability
(The following week)
I have read 10 minutes a day this week, for the number of
times I committed to last week:
Yes No
If no, how 'many times did you read?
Next week, I will read for 10 minutes a day times.
Signed:
(Student Signature)
@~ sson 2- Better Reading to Improve Your Life Copyright ©1996 by Coast Community College District Handout 14
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word Links

Example: expiration

Part Meaning Other Links
ex- “out, out of; from; exit (“to go out’);
beyond” exceed (“go beyond”);
excavate (“to dig out”)
-pir- "to breathe” spirit (“a breath”); respiratory (“breathing’)
(from spirare) conspire (“breath together”); perspire
("breath through”)
-ation “the action or process of”  organization; participation

Example: rejection

Part Meaning Other Links
. re- "back” recover (“to get back);
reverse ("to turn back”)
-ject- “to throw” inject; subject
(from jectus)
~-tion “the action or process of” injection; subjection; dejection

Can you name other words you know that are related to these links? Try to come up with
one for each:

Part word(s)

€x-

-pir- (-spir-)

-ation (-tion)

re-

_]'ect_

, Tesson 3-Word Power Copyright ©1996 by Coast Community College District Handout 15
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Blue Group

In your dictionary, find ten states of the United States. Write down the names
of the states and their capitals.

State Capital

VP N DG

—
o

On which pages in your dictionary did you find the names of the states?
Write down the page numbers.  page to page

" “sson 3-Word Power Copyright ©1996 by Coast Community College District Handout 16a
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Pink Group

Work with the members of your group to find the information. Make sure you
understand it and can explain it to your home group. In your dictionary, find
the section which tells about measurement.

Wwrite down the equivalent measure for each of the following:

1. 1 pint = cups 6. 1 pound = ounces
2. 1 foot = inches 7. 1 gram = ounces
3. 1quart = pints 8. 1 centimeter = inches
4 lgalon = quarts 9. 1 meter = yards
5. 1 meter = inches 10. 1 kilo = pounds

On which pages in your dictionary did you find the measurements?
Write down the page numbers.  page to page

@ " sson 3-Word Power Copyright ©1996 by Coast Community College District Handout 16b
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Yellow Group
In your dictionary, find the definitions of the following words:

1. manufacturing

2. welding

3. soldering

4. assembling

231
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Green Group
In your dictionary, find the definitions of the following words:

1. hazardous

2. waste

3. flammable

4. caution

ARE
b -~
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Using Your Dictionary
Home Group

White Handout

1. Write down the names of three states and their capitals.

State Capital

2. Write the equivalent measure for each of the following;

‘ 1 foot = inches
1 meter = yards
1 quart = pints

3. Write the definitions of the following words:

hazardous

welding

4. How many Presidents of the United States were named “John"?

5. How many Presidents has the United States had?

O

N
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Work Words

Find 5 words in the workplace that you do not know already. Write them down on this
sheet and find out what the definitions are.

Word #1

Definition:

word #2

Definition:

word #3

Definition:

Word #4

Definition:

word #5

Definition:

NG .
y Iesson 3-Word Power Copyright ©1996 by Coast&Bm'Lnity College District Handout 18
©




Can

(O ful Learning Strategies * ’
LET Successtul Learning Strates ik
2 <> esson 3: Word Power-Keeping the Information You Need

/

ROI

ROI: Return on Investment—What I will get out of the training.
Personal ROI

How will it help me at home to know more words and be able to spell them?

‘ WOrk ROI

How will it help me at work to know more words and be able to spell them?

Nz
Lesson 3-Word Power Copyright ©1996 by Coast esmmt'i:r!ity College District Handout 19
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The Bottle

In December 1979 Dottie and John Peckham, a Los Angeles couple, went to Hawaii on vacation. They
traveled by ship.

Some people on the ship threw bottles into the ocean. Each bottle had a piece of paper in it. On each
piece of paper were a name, an address, and a message: “If you find this bottle, write to us”

Mrs. Peckham wanted to throw a bottle into the ocean, too. She wrote her name and address on a
piece of paper. She put the piece of paper and one dollar into a bottle. She put the cap on the bottle
and threw the bottle into the water.

Three years later and 24,139 miles (15,000 kilometers) away, Hoa Van Nguyen was on a boat, too. But
Mr. Nguyen was not on vacation. He was a refugee from Vietham. Mr. Nguyen, his brother, and 30
other people were going to Thailand in a small boat. The boat was in the Gulf of Thailand.

There wasn't any drinking water in the boat, and Hoa was thirsty. He saw a bottle in the sea. The

. bottle was floating near the boat. “What's in the bottle? Maybe I can drink something,” he thought.
Hoa took the bottle out of the sea and opened it. There wasn't any drinking water in the bottle, but
there was a dollar bill. There was also a piece of paper. There was a name and an address on the paper.
The name was Peckham. The address was in Los Angeles, California.

Hoa and his brother arrived at the refugee camp in Thailand. Hoa used the dollar; he bought an
aerogram and wrote a letter to Mrs. Peckham. “We received a floating mailbox by a bottle on the
way from Vietnam to Thailand,” Hoa wrote. “Now we send a letter to the boss and we wish you
will answer us’

Hoa's English was not perfect, but Mrs. Peckham understood it. She answered Hoa's letter. Hoa
wrote another letter, and she answered it, too. For two years Hoa and Mrs. Peckham wrote back
and forth. Hoa got married at the camp. The Peckhams congratulated him. Hoa and his wife had a
baby boy. The Peckhams sent them money. Finally Hoa asked the Peckhams, “Will you help me and
my family? We want to come to the United States”

On April 23, 1985 Hoa Van Nguyen, his wife, their baby, and Hoa's brother arrived at Los Angeles
International Airport. Dottie and John Peckham were at the airport. The Nguyens and the Peckhams
met at the airport and they all began to cry. Their tears were tears of happiness. “Welcome to the
United States of America,” Mrs. Peckham said.

‘ From TRUE STORIES IN THE NEWS 2E, by Sandra Heyer, Copyright © 1996. Reprinted with permission by Addison Wesley Longman.
noN
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The 5 Ws Chart

Who? What? aveb-acion | Where? When? Why?

O

<37
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The 5 Ws

While you are at work this week, think of two questions that you want or need to ask. Ask
those questions, and write down the questions and the answers below. Make sure you
include "Who?," “What?," “Where?"” "When?,” and "Why?"

Question #1

Answer to Question #1

Who?
. What?
Where?
When?
Why?

Question #2

Answer to Question #2
Who?
What?
Where?
When?

‘ Why?

, Lesson 4~It's All in Your Hand Copyright ©1996 by Coast Community College District Handout 22
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ROI: Return on Investment—What I will get out of the training.

Personal ROI

How will it help me at home to be able to ask the right kind of questions?

. work ROI

How will it help me at work to be able to ask the right kind of questions?

o 39
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Questions

List places you might go to find answers to these questions.

1. Which supermarket has the cheapest price on
ground beef?

2. How hard is the citizenship test?

. 3. When do I register my child for school?

4. What kind of health insurance do I have at work?

5. If I cat my finger at work, do I need to tell someone?

6. How much profit did my company make last year?

® 240
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Project

Group Question

Possible Sources

My Answer
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ROI

ROI: Return on Investment—What I will get out of the training.

Personal ROI

How will it help me at home to be able to find the information I need?

. work ROI

How will it help me at work to be able to find the information I need?

® 24
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Clossary of Terms

analysis (n.)
analyze (v
defect:

Pareto Chart
pieces or units

data tally

“garbarge in, garbage out”

error

. hardware

input/output

keyboard

monitor

most likely cause(s) category

printer cumulative

screen identify

software most likely cause(s)
occur (v.)
occurrence (n.)
percentage
priority
rank (v.)

ranking (n.)
total/grand total

® 243
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Computer Printout

Part Number Quantity Unit Price Cost
673-249617 200 1.46 292.00
542-326785 70 425 29750
673-149921 300 0.72 216.00
673-725643 5000 | 2.36 11,800.00
‘ 673-287920 52 349 181.48
Total Cost 12,023.09

1. What number in the first column might be wrong?
2. Could this make the Total Cost wrong?
3. What number in the second column might be wrong?

4. Could this make the Total Cost wrong?

® <44

Qo Lesson 6- Troubleshooting Copyright ©1996 by Coast Community College District Handout 28




¥ Successful Learning Strategies b ’
S Lesson 6: Troubleshooting-Identifying and Ranking Errors JO Llﬂk

—

ROI

ROI: Return on Investment—What I will get out of the training.

Personal ROI

How will it help me at home to be able to detect errors?

. Work ROI

How will it help me at work to be able to detect errors?

¢ 43
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Tally of Defects

LY

Tally of Defects

JobLink

Department 5 is having a problem with defective parts. The employees have
discovered many different types of defects.

The employees counted each type of defect and made the following chart. The
chart shows the different types of defects and how many times the employees
counted each type.

Type of Defect Quantity
) 0104 B0 2= TR 162
SCLATCNES .o 356
Extra Material oo eeeeeeeeeessssneessssessne 31
LADE oot 403
BlESEOI S oo 99
D] Y001 (0) ¢ =16 NPT 15
Other DamaEE ... 34

1. The defect that occurred most often was caused by
2. How many parts were discolored?

3 Which defect occurred least often?

Answer the following questions about the chart above:

246
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Pareto Chart

Making a Pareto Chart

Use the “Tally of Defects” chart to rank the frequency of the defects that were counted. The
defect that occurs most often will be ranked first, and the defect that occurs least often
will rank last.

Bonus: If your team has time, use a calculator to calculate each defect as a percent of
total defects.

Pareto Chart
Rank Category Cumulative
Name %
1 Lint 403
2
3
4
5
6
7
8
9
10
Totals 100% 100%

Answer the following questions using the completed Pareto Chart above:

1. Which problem should probably be investigated first?

. 2. How much attention should probably be paid to the smaller problems?

SW. R
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Getting to Know You

Find someone in class who:

Has to read work orders at work.

Had to learn something new on
the job in the last 6 months.

Has to write notes at work.

Has to use the computer at work.

. Is on a team at work.

Goes to school

Wants to learn a new job at work.

Had to make a presentation at work.

Has changed jobs in the last year.

O
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Learning Styles

A learning style means the way an individual likes to learn. A person's learning
style is influenced by nature and environment. Three learning styles which we

will discuss today are:

1. Visual Learners

2. Auditory Learners

3. Tactile Learners

® 249
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Adult Learning Style Profile

Directions: Read each statement. Place a 1, 3, or 5 in the box at the end of the statement:

1
3
5

Indicates least like you
Indicates somewhat like you
Indicates a lot like you

Work quickly- do not sit and ponder. There are no right or wrong answers.

L.

N

“w

>

o w

~

o0 ®

I'm good at remembering things I hear or that people tell me.

I like to read and usually read a lot

I notice that I often bear down extremely hard with pen or pencil when writing.

I often find diagrams, graphs, and charts difficult to understand.

I do better at following directions if I read them, not just hear them.

I enjoy doing work/sewing or woodworking or working on machines.

I like group-type projects which allow for lots of discussion and exchange of ideas.
Graphs, charts, and diagrams help me to understand the subject/presentation.

I notice that I often handle objects such as coins, keys, or pencils while studying,
reading, listening, or talking.

I understand academic subjects better when listening to lectures or tapes.

I remember best by taking notes in classes/meetings; making lists of things to do.

I notice that I like to have snacks or drinks available or chew gum or smoke while
studying or working.

I find that I can spell difficult works if I “sound them out”

I'm good at using maps to find places.

I like dassroom or work projects where I can create/make things or build models.

I enjoy attending and listening to a good lecture/speech play or drama.

I enjoy spending time reading or looking through magazines, books and newspapers.
I exercise regularly by doing aerobics, jogging, walking or participating in sports
activities.

To solve a problem/difficult situation, I need/like to talk it over/discuss it with others.

2350
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Adult Learning Style Profile
(continued)

It helps me to spell difficult words if I write them down or see them in print.

I feel comfortable in physical contact of touching others, hugging, and handshaking.
I'm good at remembering and following oral directions.

I am good at working and solving jigsaw puzzles and mazes.

24 1enjoy sight-seeing and visiting new places.
___25. I enjoy music: singing, listening, going to musicals or concerts.
___26. I'm good at researching topics articles or stories and/or writing reports.
__ 27 1doodle during meetings, lectures, or while listening on the phone.
__ 28 I read aloud/whisper to myself when trying to understand new or difficult material
__29.  I'm good at doing layout and design work: formatting drawing, sketching and coloring.
___30. 1like working with computers or other electronic technology for learning/working.
o
. Permission granted by S. E. Pues, Tarzana, California
291
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Inventory Scoring

1. Put the point value number (1, 3, 5) on the line next to its corresponding item number.

2. Add each column to get your total score under each heading.

1 point Seldom
3 points sometimes

5 points Often

AUDITORY VISUAL TACTILE
No. of Pts. No. of Pts. No. of Pts.
‘ .o 2. 5.
4. 5. 6
7 8. 9o
10. 1. 2.
13 4. 5.
6. 7. 18,
9. 20, 21,
2 2% 24.
25 2. _____ 27
28. 29 30,
Total Total Total
L
292
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Inventory Scoring
(continued)

Copy your highest, second highest, and lowest scores below:

JoblLink

Scores: - -

Highest ~ Second Lowest

Your Learning Style Profile

"Style Letters™: - -

Example:

34 - 28
T A

<93
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Learning Styles Suggestions

If you are a visual learner (learn by seeing):

1.

ARSI A

Write things down because you remember them better that way.

Look at a person when he or she is talking.

It is better for you to work in a quiet place, and usually by yourself.

Use color highlighters to mark important information.

Write vocabulary words on index cards in color, and study the information.

If your supervisor gives you oral directions that you do not completely understand,
consider asking him/her to write the directions down for you. You might say: ‘I didn't
understand everything you said. Could you write it down for me?”

If you are an auditory learner (learn by hearing and discussing):

1.

A A

Try working with a friend so you can talk over information.

Make tape cassettes of information and listen to them.

Read information aloud to yourself.

Write vocabulary or other information on index cards in color, and read aloud.
Recite aloud the things you want to remember.

If your supervisor gives you written directions and after reading them you still do not
understand, you could ask him or her to discuss the information with you. You might say:
‘I read the information, but I don't clearly understand these directions. Could you tell me
what you want?”

If you are a tactile learner (learn by doing):

1.
2.

3.

4.

5.

When trying to learn something, walk around while saying the information to yourself
When trying to memorize information, try dosing your eyes and writing the information
in the air.

When you get job information in writing, look at the pictures and the section headings
before reading the whole thing.

When you are in a meeting, cross your legs or jiggle your foot. You may even want to
squeeze a tennis ball or nerf ball when listening to someone speak.

You probably like to have quiet music playing when you are working.

If your supervisor gives you directions orally or in writing and you do not clearly
understand, you could ask him or her to show you what the directions mean. You might
say: ‘I don't completely understand the directions. Could you show me what you mean?”

N 3
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Reading ROI

If you improve your reading by investing consistent time and using the strategies
you've just learned, what do you think will be the return on your investment for
you personally? For your company?

Personal ROl Company ROI
1. 1.

2. 2.
3 3
. 4 4
5 5

What kind of reading investment are you willing to make to help yourself and your
company achieve a greater return on both of your investments? (See Handout 11)

' 299
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The Bottle

1. Dottie and John Peckham went to Hawaii.

2. Dottie put a piece of paper in a bottle and
threw it in the ocean.

‘ 3. Who found the bottle?

4. Where did they find it?

5. What happened?

‘ From TRUE STORIES IN THE NEWS 2E, by Sandra Heyer, Copyright © 1996. Reprinted with permission by Addison Wesley Longman.

o
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The 5 Ws Chart

who? What? @ ve-acion | Where? When? Why?

® ey
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Questions

List places you might go to find answers to these questions.

1. Which supermarket has the cheapest prlce on
ground beef?

2. How hard is the citizenship test?

. 3. When do I register my child for school?

4. What kind of health insurance do I have at work?

5. If I cut my finger at work, do I need to tell someone?

6. How much profit did my company make last year?

N
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Report

Read this report. Then be ready to tell it to
someone else in your group.

Maria watched Duc make the same
mistake three times. She helped him
understand how to do his job right.

o
Then he did his job right ten times
before lunch. This made him feel good.
He was so happy that he bought Maria
an ice cream bar to say thank you.
@
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Group Question

Possible Sources

My Answer
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Glossary of Terms

analysis (n.)
analyze (v)
defect

Pareto Chart
pieces or units

data tally

“garbarge in, garbage out”

error

‘ hardware

input/output

keyboard

monitor

most likely cause(s) category

printer cumulative

screen identify

software most likely cause(s)
occur (v.)
occurrence (n.)
percentage
priority
rank (v.)
ranking (n.)

total/grand total
‘ 261
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Computer Output

Reasons for management computer output:

® 262
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Sample Computer Output

Part Number Quantity Unit Price

201-133615 100 3.45 345.00

201-649783 50 1.26 63.00

201-753922 2000 572 11,440.00
. 501-592645 25 043 10.75

201-904921 33 498 164.34

Total Cost 12,023.09

® 263
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Computer Printout

Part Number Quantity Unit Price Cost
673-249617 200 1.46 292.00
542-326785 70 425 29750
673-149921 . 300 0.72 216.00
673-725643 5000 236 11,800.00
‘ 673-287920 52 3.49 181.48
Total Cost 12,023.09

1. What number in the first column might be wrong?
2. Could this make the Total Cost wrong?
3. What number in the second column might be wrong?

4. Could this make the Total Cost wrong?

Q
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ROI

ROI: Return on Investment—What I will get out of the training.

Personal RO!

How will it help me at home to be able to detect errors?

. Work ROl

How will it help me at work to be able to detect errors?

¢ 265
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Tally of Defects

Department 5 is having a problem with defective parts. The employees have
discovered many different types of defects.

The employees counted each type of defect and made the following chart. The
chart shows the different types of defects and how many times the employees
counted each type.

Tally of Defects

Type of Defect Quantity
' ) £10) 4 0 2= 1 (OO 162
Y0 0= 1 (8 4 L OO 356
Extra Material ... 31
LA et 403
BIISEETS. oo ssssssssessnseses 99
DISCOLOTEA o 15
Other DAmMAGE .....ccoevmrrsersiverisrnmis s 34

Answer the following questions about the chart above:

1. The defect that occurred most often was caused by

2. How many parts were discolored?

. 3. Which defect occurred least often?

, Lesson é- Troubleshooting Copyright ©1996 by Coast Community College District Transparency 17
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Pareto Chart

Making a Pareto Chart

Use the “Tally of Defects” chart to rank the frequency of the defects that were counted. The
defect that occurs most often will be ranked first, and the defect that occurs least often
will rank last.

Bonus: If your team has time, use a calculator to calculate each defect as a percent of
total defects.

Pareto Chart

Rank Category Cumuilative

Name %
Lint 403

= =] =T A N S B IS Y

Totals 100% 100%

Answer the following questions using the completed Pareto Chart above:

1. Which problem should probably be investigated first?

. 2. How much attention should probably be paid to the smaller problems?

o Lesson 6- Troubleshooting Copyright ©1996 by Coast Community College District Transparency 18
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Adult Learning Style Profile

Directions: Read each statement. Place a 1, 3, or 5 in the box at the end of the statement:
1 Indicates least like you
3  Indicates somewhat like you
5 Indicates a lot like you

Work quickly- do not sit and ponder. There are no right or wrong answers.
1. I'm good at remembering things I hear or that people tell me.

2. Ilike to read and usually read a lot

3. I notice that I often bear down extremely hard with pen or pencil when writing.

4. 1 often find diagrams, graphs, and charts difficult to understand.

5. Ido better at following directions if I read them, not just hear them.

6. 1 enjoy doing work/sewing or woodworking or working on machines.

7. 1like group-type projects which allow for lots of discussion and exchange of ideas.
___ 8 Graphs, charts, and diagrams help me to understand the subject/presentation.

9. I notice that I often handle objects such as coins, keys, or pencils while studying,

reading, listening, or talking.

10. I understand academic subjects better when listening to lectures or tapes.

11. I remember best by taking notes in dasses/meetings; making lists of things to do.

12. I notice that I like to have snacks or drinks available or chew gum or smoke while
studying or working.

13. I find that I can spell difficult works if I “sound them out”

14.  I'm good at using maps to find places.

15. I like dassroom or work projects where I can create/make things or build models.

16. 1 enjoy attending and listening to a good lecture/speech play or drama.

17. 1 enjoy spending time reading or looking through magazines, books and newspapers.

18. I exercise regularly by doing aerobics, jogging, walking or participating in sports
activities.

19.  To solve a problem/difficult situation, I need/like to talk it over/discuss it with others.

0
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Adult Learning Style Profile
(continued)

20. It helps me to spell difficult words if [ write them down or see them in print

21. I feel comfortable in physical contact of touching others, hugging, and handshaking.
__22  I'm good at remembering and following oral directions.

__ 23 lam good at working and solving jigsaw puzzles and mazes.

24. I enjoy sight-seeing and visiting new places.

25. I enjoy music: singing, listening, going to musicals or concerts.

26. I'm good at researching topics articles or stories and/or writing reports.

27. I doodle during meetings, lectures, or while listening on the phone.

28. I read aloud/whisper to myself when trying to understand new or difficult material.
29. I'm good at doing layout and design work: formatting drawing, sketching and coloring.
30. I like working with computers or other electronic technology for learning/working.

0
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Inventory Scoring

1. Put the point value number (1, 3, 5) on the line next to its corresponding item number.

2. Add each column to get your total score under each heading.

1 point Seldom
3 points sometimes

5 points often

AUDITORY VISUAL JACTILE
No. of Pts. No. of Pts. No. of Pts.

. 2. 5.
® . . .
7 8. 9. ___
0. n 2.
135 4. 5
6. 7. 8.
9. 20. 21
2 2% 24,
25 2. 27
28. 2. 0.
Total Total Total

o 3292
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Learning Styles Suggestions

If you are a visual learner (learn by seeing):

U BN =

Write things down because you remember them better that way.

Look at a person when he or she is talking.

It is better for you to work in a quiet place, and usually by yourself.

Use color highlighters to mark important information.

Write vocabulary words on index cards in color, and study the information.

If your supervisor gives you oral directions that you do not completely understand,
consider asking him/her to write the directions down for you. You might say: ‘I didn't
understand everything you said. Could you write it down for me?”

If you are an auditory learner (learn by hearing and discussing):

1.

OO N

Try working with a friend so you can talk over information.

Make tape cassettes of information and listen to them.

Read information aloud to yourself.

Write vocabulary or other information on index cards in color, and read aloud.
Recite aloud the things you want to remember.

If your supervisor gives you written directions and after reading them you still do not
understand, you could ask him or her to discuss the information with you. You might say:
‘I read the information, but I don't clearly understand these directions. Could you tell me
what you want?”

If you are a tactile learner (learn by doing):

L
2

3.

4

5.

When trying to learn something, walk around while saying the information to yourself
When trying to memorize information, try closing your eyes and writing the information
in the air.

When you get job information in writing, look at the pictures and the section headings
before reading the whole thing.

When you are in a meeting, cross your legs or jiggle your foot. You may even want to
squeeze a tennis ball or nerf ball when listening to someone speak.

You probably like to have quiet music playing when you are working.

If your supervisor gives you directions orally or in writing and you do not dearly
understand, you could ask him or her to show you what the directions mean. You might
say: ‘I don't completely understand the directions. Could you show me what you mean?’

323
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supervisor's Role in Training

Lesson 1: What's Your Style?

What to watch for: Employees will learn about their individual learning styles: visual, auditory,
tactile.

Questions to ask: “How do you want/need information from me?” “What can you do to get
information more effectively?”

Discussion Topics: How does knowing your learning style help you to be more effective on the
job?

Lesson 2: Better Reading to Improve Your Life

What to watch for: Employees taking a greater interest in reading. Questions about company
libraries or reading materials.

Questions to ask: What reading materials would be helpful to have around here?

Discussion Topics: Where can we go to find written information?

‘ Lesson 3: word Power

What to watch for: Employees using personal glossaries and dictionaries. Employees beginning
to take notes or write things down. Questions about your company.

Questions to ask: How do we know what information to write down?

Discussion Topics: Why is it a good idea to write down key ideas or questions?

Lesson 4: It's All in Your Hand

What to watch for: Employee’s asking more open-ended questions using the 5 W's.

Questions to ask: “How can you ask that question to get more than a yes/no response?”
“What questions do you have about .7

Discussion Topics: How does asking the right questions help us to be more effective in our
job?

. 324
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supervisor's Role in Training

(continued)
Lesson 5: A Scavenger Hunt
What to watch for: Employees looking for answers to work related questions.
Questions to ask: “What information do you need to find the answer to .7 “What questions

do you have about our company, department, etc?” “Where can you find
that information?’

Discussion topics: Where do we find information in our company. How do we know how
accurate information the information we receive is.

Lesson 6: Troubleshooting

What to watch for: Employees trying to figure out ROI for training. More familiarity with Pareto
charts and searching for errors.

Questions to ask: “How do you know when an error has been made?” “What are some clues
that might lead us to believe an error has been made?” “How do we know
. what the biggest problems are?
Discussion Topics: Why it is important to be able to rank order defects.
0 s
| 7
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Increasing Your Chance of Success

+  Know the skills your employees are learning

+ Be an example.

+  Set goals.

+  Give them the support they need to use their new skills.

- Give positive reinforcement and recognize results.

o 326
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Objectives

At the end of the dass your employees will be able to:

«  Recognize personal learning styles.

- Develop a glossary of workplace words and phrases.
. Formulate personal Return on Investment (ROD).

«  Report job-related information.

«  Use estimating to analyze data.

«  Locate job-related Worksite information.

. Discuss the rewards and importance of a personal, life-long learning
plan.

A
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Learning Styles Ssuggestions

If you are a visual learner (learn by seeing):

1.

AR

If

Write things down because you remember them better that way.

Look at a person when he or she is talking.

It is better for you to work in a quiet place, and usually by yourself.

Use color highlighters to mark important information.

Write vocabulary words on index cards in color, and study the information.

your supervisor gives you oral directions that you do not completely understand,

consider asking him/her to write the directions down for you. You might say: ‘I didn’t
understand everything you said. Could you write it down for me?”

If you are an auditory learner (learn by hearing and discussing):

1.

CINETNN

Try working with a friend so you can talk over information.

Make tape cassettes of information and listen to them.

Read information aloud to yourself.

Write vocabulary or other information on index cards in color, and read aloud.
Recite aloud the things you want to remember.

If your supervisor gives you written directions and after reading them you still do not
understand, you could ask him or her to discuss the information with you. You might say:

‘1

read the information, but I don't dearly understand these directions. Could you tell me

what you want?”

If you are a tactile learner (learn by doing):

1
2

3.

4.

5.

If

When trying to learn something, walk around while saying the information to yourself.
When trying to memorize information, try closing your eyes and writing the information
in the air.

When you get job information in writing, look at the pictures and the section headings
before reading the whole thing.

When you are in a meeting, cross your legs or jiggle your foot. You may even want to
squeeze a tennis ball or nerf ball when listening to someone speak.

You probably like to have quiet music playing when you are working.

your supervisor gives you directions orally or in writing and you do not clearly

understand, you could ask him or her to show you what the directions mean. You might
say: I don't completely understand the directions. Could you show me what you mean?”

328
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Supervisor Lesson 1

Supervisor’s Role in Training

Lesson 1: What's Your Style?

What to watch for: Employees will learn about their individual learning styles: visual, auditory,

tactile.

Questions to ask: “How do you want/need information from me? “What can you do to get
information more effectively?”

Discussion Topics: How does knowing your learning style help you to be more effective on the
job?

Lesson 2: Better Reading to Improve Your Life

What to watch for: Employees taking a greater interest in reading. Questions about company
libraries or reading materials.

Questions to ask: What reading materials would be helpful to have around here?

Discussion Topics: Where can we go to find written information?

‘ Lesson 3: word Power

What to watch for: Employees using personal glossaries and dictionaries. Employees beginning
to take notes or write things down. Questions about your company.

Questions to ask: How do we know what information to write down?

Discussion Topics: Why is it a good idea to write down key ideas or questions?

Lesson 4: It's All in Your Hand

What to watch for: Employee's asking more open-ended questions using the 5 W's.

Questions to ask: “How can you ask that question to get more than a yes/no response?”
“What questions do you have about .7
Discussion Topics: How does asking the right questions help us to be more effective in our
job?
o o
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Supcrvisor L esson 1

supervisor's Role in Training

(continued)
Lesson 5: A Scavenger Hunt
What to watch for: Employees looking for answers to work related questions.
Questions to ask: “What information do you need to find the answer to .. “What questions

do you have about our company, department, etc?” “Where can you find
that information?”

Discussion topics: Where do we find information in our company. How do we know how
accurate information the information we receive is.

Lesson 6: Troubleshooting

What to watch for: Employees trying to figure out ROI for training. More familiarity with Pareto
charts and searching for errors.

Questions to ask: “How do you know when an error has been made?” “What are some clues
that might lead us to believe an error has been made?” “How do we know
® what the biggest problems are?
Discussion Topics: Why it is important to be able to rank order defects.

o 330
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ERIC

Full Tt Provided by ERIC.

1

Increasing Your Chance of Success

Know the skills your employees are learning,

Be an example.

Set goals.

Give them the support they need to use their new skills.

Give positive reinforcement and recognize results.
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